SHaRP & SMART
I<ansas PeopleSoft Information Systems

TABLE OF CONTENTS GUIDE

2 = T4 10 1 0 11 o [ 2
Oracle Certified DeSKtOp BrOWSEr LiSt.....ccoiiiiiiiiiiiiiieeiieeeeiie e e et e e e e e e eeaan e e e e e e eeeennes 3
HOW 10 CheCK YOUI BrOWSEI VeISION .o et 4
Browser Version in INtErNet EXPIOIEI ... ... .. 5
BroOWSEE VerSION IN FI O OX ..ot e e e e e e 6
BroWSer VerSION IN CIOMIC . .t e e e e e e 6
BroWSEr VEeISION N SafAl. .. .o e e e e e 6
HOW t0 Clear YOUTI BroWSEIr CaChe ....ou e 7
BrOWSET CACNE IN FITEIOX ettt et e et et et st s e eeeeasasasassesesesesessssasasassssesesesesesessssesasanasassesesessnsnsnssasnsasassesenenenenennas 7
Browser Cache in Internet EXPIOTEr ... ... e 8
Browser CacChe IN GO ..o e e e 9
BrOWSEI CAChE N SAFAIT - e et 10
Browser Cache in varioUs Other DrOWSEIS . .. ... e 10
Allow Pop-Up WINdOWS iN PEOPIESOT....cceiiiiiiiieeeee et 11
Allowing Pop-up WINAOWS USING TE ......cooiiiieeii e e e e e e e e e e e eenaees 12
Allowing Pop-Ups WINAOWS USING FIFEFOX ........uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiisiiineee 13
View My PayCheCk iN ESS ... 14
MUILI-taDDEA BIrOWSING ..o 16
Frequently ASKed QUESTIONS ... 17

Browser Recommendations,
Browser Settings & Browser FAQ Page 1



SHaRP & SMART
I<ansas PeopleSoft Information Systems

Background

As you work in PeopleSoft applications, you might notice that slight variations exist on the
same transaction page depending on the browser that you use. On occasion, some browsers
cause your PeopleSoft application to exhibit behaviors that vary from the expected behavior.
Some of these differences are very subtle and have no impact on the performance of the
application, while others might alter the look and function of PeopleSoft pages. Anomalies in
appearance and behavior can occur because the technologies that browsers use to process
and present web pages vary among browsers and browser releases. PeopleSoft applications
are designed to be compatible with multiple browsers, despite their technological differences.

Browser settings, compatibility view, pop-up blocker and security settings can impact
PeopleSoft downloads. This document provides instructions for setting the browser, allowing
compatibility view, pop-up blocker and security settings when the user is unable to download
in PeopleSoft.

Please note that due to the numerous versions of browsers available, although not exact,
most of the navigation will be similar to the steps outlined.

Oracle Certified Desktop Browser List:

Browser Name Browser Release Operating System (OS) SHaRP SMART
11 Not Applicable X X
Internet Explorer (Microsoft) 10 Not Applicable X X
9 Not Applicable X X
Microsoft Windows 7
30 Microsoft Windows 8, 8.1 (64-bit) X X
Linux 5,6,7
Firefox (Mozilla)
Microsoft Windows 7
24 Microsoft Windows 8, 8.1, 10 (64-bit) X X
Linux 5,6,7
Microsoft Windows 7
Chrome (Google) 3 Microsoft Windows 8, 8.1 (64-bit) X X
] 8 Mac OS X 10.10 (64-bit) X X
Safari (Apple) -
7 Mac OS X 10.9 (64-bit) X X

Source: Oracle Support, PeopleTools (PT), 9/18/2015
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How to Check Your Browser Version

This section provides general instruction for determining the version of your web browser. Web
browsers can vary from version to version or what operating system it is on (Mac or PC).

You can use this information to determine if the web browser you are or will be using with SHaRP or
SMART is certified. (See Certified Browser List on previous page.)

This information is also very helpful to provide if you are in need of assistance or troubleshooting.

1. On your computer, open the browser that you use to access systems like Employee Self-
Service, SHARP, agency web software, or the internet. Common browser icons are listed
below.

Internet Explorer:

€

Mozilla Firefox:

Google Chrome:

Apple Safari:

Continue to the next page for specific instructions for each browser...
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2. With your browser open, determine what browser version you are using by following the
instructions for your specific browser below:

E Internet Explorer:

1. On the top menu bar, click Help, then click About Internet Explorer.
2. An “About Internet Explorer” window will open with the version information.

Internet Explorer Help

What's Mew in Internet Expl Windows’ Internet
Online support g EXp orer9 /

Version: 9.0.8112, 16421

IUpdate Versions: 9.0.42 (KBE3087038)
Cipher Strength: 256-hit

Product ID: 03553-918-5000002-835959

About Internet Explorer

Warning: This computer program is protected by copyright law and
international treaties. Unauthorized reproduction or distribution of
this program, or any portion of it, may result in severe cvil and
criminal penalties, and will be prosecuted to the maximum extent
possible under the law,

© 2011 Microsoft Corporation

Mozilla Firefox:
1. On the top menu bar, click Help, then click About Mozilla Firefox.
2. An “About Mozilla Firefox” window will open with the version information.
[Help
Firefox Help

Firefox Tour

Keyboard ShortcutAbout Mozilla Firefox “ SN um
Firefox Health Repc
Firefox

Troubleshooting Ir
40.0.3 *—

ubmit Feedback...
Firefox is up to date

estart with Add-o
ort Web Forger

Firefox is designed by Mozilla, a g

About Firef
St e together to keep the Web open, ¢

Want to help? Make a donation o
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ﬂGoogle Chrome:

1. On the top menu bar, click Help, then click About Google Chrome.
2. The page “About Google Chrome” will open with the version information.

;’? =)
New tab Ctrl+ T
New window 4 About
New incognito window
History and recent tabs » @ Google Chrome

Downloads A web browser built for speed, simplicity, and security
Bookmarks »
Get help with using Chrome Report an issue
Zoom - + o
Print.. Version 45.0.2454.93 m
Find...

More tools »
Edit Cut Copy Paste
Setti About Google Chrome
'
Help and about 4 Help center
Report an issue... Alt+Shift+]
Exit
* Apple Safari:

1. On the Mac menu bar, click Safari, a drop down menu will appear.

2. Choose the option labeled About Safari.

3. An “About Safari” window will open with the version information. The first
number outside the parenthesis is the version number.

1©.0.0

Safari

Versione 7,0.3 (9537.75.14)
Copyrig_ht _0_2_(_)93?2_014 Apple Inc.
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How to Clear Your Browser Cache

This section provides general instruction for clearing the cache in browsers. Web browsers can vary from
version to version or what operating system it is on (Mac or PC).

Browser cache is a temporary storage location on your computer for web page information that is
downloaded when you view a web page. Your browser does this so the next time you view the page it
will load faster. It is faster because it only downloads updated information instead of the whole page.

When a browser fails to download or recognize there is new or updated web page content, your
browser may show old content, unformatted content, stall, or act strangely. Clearing your browser
cache can solve these issues.

The instructions below only show an example of a single version of each browser as an example.
Check with your agency technical staff if you need assistance with your specific browser.

Clear Browser Cache in Firefox 30+

Open the Firefox browser.

Press Ctrl+Shift+Del or at the top of the Firefox window, click the Drop Down arrow.
Select History and then click Clear Recent History.

3. Click Clear Now.

1.
2.

TFile Edit View

Bookmarks Tools ﬂelp_

wiinload Show All History Ctrl+Shift+H
> Clear Recent History... Ctrl+Shift+Del
€ | 8 Mozilla _ _
— Restore Previous Session
Clear All History X ]
Timerange to clear: | Everything ']

All selected items will be cleared.

i This action cannot be undone.

Details

Browsing & Download History
Form & Search History
Cookies

Cache

[[] Active Logins

[] Offline Website Data

[] Site Preferences

ClearNow] l Cancel
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Clear Browser Cache in Internet Explorer 9
1. Open the Internet Explorer browser.

2. Press Ctrl+Shift+Del or go to the toolbar, click on the gear icon for Tools, then click Safety,
then click “Delete Browsing History”

3. In the Delete Browsing History dialog box select Delete.

Very Important! Be sure to only check the Temporary Internet files, Cookies, History, and
Form data boxes are checked.

Print »

File »

Zoom (100%) »

—'r* Delete browsing history... Ctrl+Shift+Del Safety ’
InPrivate Browsing Ctrl+Shift+P Ve dewtlonds Ctrle)

Tracking Protection...
ActiveX Filtering
Webpage privacy policy...

Manage add-ons
F12 developer tools
Go to pinned sites
Check this website

Turn off SmartScreen Filter...

Internet options
About Internet Explorer

Report unsafe website
Delete Browsing History ﬁ

|
Preserve Favorites website data

Keep cookies and temporary Internet fles that enable your favorite
websites 1o retan preferences and daplay faster.

<

Temporary Internet files

Copies of webpages, images, and meda that are saved for faster
viewing.

Cookies

Fles stored on your computer by websites to save preferences
such as logn information,

History
Ust of websites you have visted,

<

-~

Download History
Ust of fles you have downloaded.

Form data
Saved information that you have typed into forms.

:

Passwords

Saved passwords that are sutomatically filed In when you sgn n

%0 & website you've previously visited

ActiveX Nitering and Tracking Protection data

A kst of websites excuded from fitering, and data used by Trading
Protection to detect where websites might be automatically sharing
detals about your visit.
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Clear Browser Cache in Google Chrome 35+

1. Open Google Chrome browser.

2. Press Ctrl + H or navigate to the History page.

Mew tab
Mew window

MNew incognito window

History and recent tabs

_*|EI

SHaRP & SMART
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Recently closed

History

rm

Chrome History

Clear browsing data...

3. Click “Clear the clear browsing data button”.

Clear browsing data

Obliterate the following items frDm:| the beginning of time  * |

Browsing history

Download history

& & & &

Cached images and files
Passwords

Autofill form data
Hosted app data

Content licenses

Learn more

Browser Recommendations,
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Clear Browser Cache in Safari 8

1. Open the Safari browser.

2. On the Mac menu bar, click Safari. Then select “Clear History & Website Data”

3. Select the duration you would like to clear, and click Clear History. Cache and History is
now cleared.

4. Alternate method:

a. Click the History tab and select “Clear History & Website Data”.

Clearing Browser Cache in older versions of Internet Explorer and other Browsers
Some of the browsers listed in this link are not necessarily supported by PeopleSoft. Please
check with your agency technical staff to assist you with clearing cache for your specific
browser version if you still need assistance.

This link provides steps to clear your browser cache for various browsers and versions:

How To Clear Your Browser Cache (Other browser versions)

Browser Recommendations,
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Allow Pop-Up Windows in PeopleSoft

PeopleSoft often uses pop-up windows to display information that is requested. If the
browser is set to block pop-up windows - and most are set that way as a default - then
PeopleSoft will not work properly.

If you click on a button or a link and nothing happens, you probably need to adjust your pop-
up blocker settings. In this step-by-step guide we show you how to leave your pop-up blocker
turned on (to protect you from annoying intrusions from other websites), while adjusting it so
that pop-up windows open properly when you are in PeopleSoft.

There are a variety of ways to allow pop-ups depending on your browser. Below
are instructions for Internet Explorer and Fex

If you have previously added PeopleSoft to your browsers, you will need to re-add
them when a new web address is given. Note that the PeopleSoft web sites
changed in 2015:

NEW oLD
sharp.sok.ks.gov sharp.ks.gov
smart.sok.ks.gov smart.ks.gov

Browser Recommendations,
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Allowing Pop-up Windows in PeopleSoft using |.E. (version 9)

1. Log in to SMART or SHaRP.

2. If you have a Pop-Up Blocker button on your browser toolbar (default configuration), just
to the right of the Bookmarks button, click on the Pop-Up Blocker button (while logged

in to PeopleSoft SMART or SHaRP) to always allow pop-ups for that specific PeopleSoft
site.

4. If you do not see the Pop-Up Blocker button, click on the Tools button on the browser
toolbar.

5. Highlight Pop-Up Blocker, and then click on Pop-Up Blocker Settings.

BB B-Brecla -

Turn OFF Pop-up Blocker
Pop-up Blocker Settings

Pop-up Elocker
Phishing Filker y
Manage Add-ons *

6. Inthe box marked “Address of web site to allow,” type sharp.sok.ks.gov or
smart.sok.ks.gov and click Add.

Pop-up Blocker Settings |

Exceptions

Pop-ups are cumently blocked. You can allow pop-ups from specific
# ! websites by adding the site to the list below.

Address of website W

smart.sok ks.gov r Add
Allowed sites:
shamp sok ks gov e

Motifications and blocking level:
Play a sound when a pop-up is blocked.
Show Motification bar when a pop-up is blocked.

Blocking level:

[Medium: Block most automatic pop-ups v]

Leam more about Popup Blocker
7. Click Close.

Browser Recommendations,
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Allowing PeopleSoft Pop-Ups in Firefox
1. Open the Firefox browser.
2. Click on Tools in the browser menu bar in the upper left portion of the window.
3. Select Options from the drop-down menu.

4. Click on the Content tab near the top of the window. (Note that your screen may look
slightly different, but the options remain the same)

e 0@ B e & &

Main Tabs Conkenkt Feeds Privacy  Security  Advanced

Elock pop-up windaws Exceptions... |

5. Ensure that the checkbox for Block Pop-Up Windows is checked.

6. Click on the Exceptions button. (The button for version 1.5 says Allowed Sites.)

Allowed Sites - Pop-ups x

You can specify which websites are allowed to open pop-up windows. Type the exact address of the

site you want to allow and ten dick Allow.
Address of website:

smart.sok.ks.gov

—_— Allow

Site Status

AN

Remove Site Remove All Sites

Cancel Save Changes

7. Inthe Address of Web Site field, type sharp.sok.ks.gov or smart.sok.ks.gov
8. Click the Allow button to allow pop-ups on the SHARP or SMART website(s).

9. Click the Close button to close the window.

Browser Recommendations,
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View My Paycheck in ESS

Mozilla Firefox will work with default settings and popup blocking turned off for PeopleSoft
sites. If you try to open a site or download from within a site that you are on, Firefox will
prompt you (with a bar at the top of the browser) to allow pop-ups. Click on the Options
button and allow pop-up for ESS.

Internet Explorer - Some agencies have reported employees receiving “Error 404” when

trying to access their PDF pay advice using Employee Self Service. The issue seems to be
caused by the browsers inability to open the PDF pay advice in a new window. The window
is opening, but the PDF download of the information into the new window is being blocked.

Below are steps that may be taken to resolve the problem. Agency Human
Resources/Payroll staff may need to work with the agency’s IT department to get the setting
changed. If you have questions or problems, please call the Kansas Service Desk at 785-
368-8000.

Check for the following:

1. Make sure a pop-up blocker is not turned on. If the pop-up blocker is turned on, the
attachments will not open. The pop-up blocker should have the ability to run while allowing
certain sites to "pop-up". Configure the blocker to allow this for PeopleSoft sites (i.e.
sharp.sok.ks.gov or smart.sok.ks.gov).

Tools > Pop Up Blocker > Pop Up Blocker Settings

Pop-up Blocker Settings |t
Exceptions
Pop-ups are cumently blocked. You can allow pop-ups from specffic

#!| webstes by adding the site to the list below

Address of website to allo;

smatsokksgov —_— Add

Allowed sites:

sham.sok ks.gov Remove
Remove all...
Noatifications and blocking level
Play a sound when a pop-up is blocked

V| Show Notfication bar when a pop-up is blocked.

Blocking level

Medium: Block most automatic pop-ups - |

Leam more about Pop-up Blocker Close

Browser Recommendations,
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2. Tools > Internet Options > Advanced and then make sure that "Do not save encrypted

files to disk" is not checked.

(5 ]l

‘ General I Security I Privacy I Content I Connections | Programs | Advanced

Internet Options

Settings

[T Print background colors and images [+
}"/ Search from the Address bar [

(7) Do not submit unknown addresses to your auto-search pri

(@ Just display the results in the main window
g Security

[] allow active content from CDs to run on My Computer®

[] Allow active content to run in files on My Computer®

[] Allow software to run or install even if the signature is invi

Check for publisher's certificate revocation

Check for server certificate revocation™

Check for signatures on downloaded programs

Do not save encrypted pages to disk

[] Empty Temporary Internet Files folder when browser is de_

[V] Enable DOM Storage L=
4| 1 | »

*Takes effect after you restart Internet Explorer

Restore advanced settings

You should only use this if your browser is in an unusable state.

m

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default
condition,

.ﬁ. Some settings are managed by your system administrator.

3. Tools > Internet Options > Security > Custom Level and click on the ‘Enable’ radio
button for Downloads/Automatic and Downloads/File download and click OK.

Internet Dptions

General Security IPrwa(y | content | Connections | Programs | Advanced |

Select a zone to view or change security settings.

@ @« v O

Localintranet Trusted sites  Restricted
shes
Internet

This zane is For Internet websites,
except those listed in trusted and
restricted zones,

[~ Securicy level for this zone

Custom

Security Settings - Internet Zone: x|

“Settings -

QO Disable -]
(9 Enable
O Promet

&% Dowrloads
Q“‘i Automatic prompting for file downloads
Q Disable
(8 Enable _I

Customn sattings. ) ) Screenshot of Internet Optic
- To change the settings, dick pushbutton circled
-Tousether Jed sett;

C _conimy |

Reset all zones to default level |

Defaul level |

=]

Cancel | fply

|

@ﬁe download
O Disable
{8 Enable
% Font downlosd
O Disable
{® Enable
QO Promgt
gz Enable .MET Framewark setup
™ Nicahle
4] |

*Takes effect after vou restart Internet Explarer

ol

:I Reset..,

~ Reset cuskom settings
Besebto:  [medium-high (default)

.

Cancel |
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Multi-tabbed browsing

PeopleSoft SHaRP, SMART, and ESS applications DO NOT
£\ support tabbed browsing. Specifically, if you sign out of one PS £\
application in one tab, then you will lose functionality in another PS

application in another tab.
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Frequently Asked Questions
Why would I clear my browser cache, and how do | do that?

When working on the Internet, your browser keeps a copy of the pages you visit (in cache) so
that the next time you visit them, the browser can load them to your computer in less time.
You should clear your cache regularly for two reasons. First, having a page in cache can
sometimes cause a conflict with a page that you are trying to view. (If you suspect this may be
the case, go into your browser options, clear the cache, close the browser, then re-open the
browser and try again to view the page.) Secondly, having a large number of files in your
cache will slow down your browser and take up space on your hard drive. See Clearing your
Cache.

Does PeopleSoft have any special requirements regarding pop-up windows?

PeopleSoft often uses pop-up windows to display information you request. If your browser is
set to block pop-up windows—and most are set that way by default—then PeopleSoft will not
work properly. If you click on a button or a link and nothing happens, you probably need to
adjust your pop-up blocker settings. It is possible to leave your pop-up blocker turned on (to
protect you from annoying intrusions from other websites), while adjusting it so that pop-up
windows open properly when you are in PeopleSoft (allow pop-ups for sharp.ks.gov or
smart.ks.gov).

See Allowing Pop-up Windows in PeopleSoft section in this document for help adjusting

your pop-up settings.

Why isn’t my page printing the way I’d like it to—and what can | do about it?

You may need to adjust your printer settings. Typically you can do that via the Properties tab
in the window that opens when you press 'Print'.

Are the latest releases of Mozilla Firefox supported?

At this time, only Mozilla Firefox 24 & 30 is supported by PeopleSoft. This does not mean that
a newer version will not work, but this does mean that if you encounter problems you will not
be provided support or a fix for it. This document will be updated as newer versions are
added.

Check with your agency technical staff about download and installation policies if this is on a
work computer. See this link https://support.mozilla.org/en-US/kb/install-older-version-of-
firefox to install a previous version of Mozilla Firefox. WARNING: Using old versions of Firefox
can pose a significant security risk. Proceed with caution.

Browser Recommendations,
Browser Settings & Browser FAQ Page 16


https://support.mozilla.org/en-US/kb/install-older-version-of-firefox
https://support.mozilla.org/en-US/kb/install-older-version-of-firefox

SHaRP & SMART
I<ansas PeopleSoft Information Systems

What should | do when | want to stay in one part of the program (SMART for example)
but I want to open a second browser window?

To open more than one PeopleSoft window at a time, click the “New Window” link located in
the top right hand corner of your PeopleSoft screen. Depending on the browser you are
using, you may be able to set your browser options to open this link in a new tab, rather than
a new window, if you prefer. (The new window will open in the same place as the window
you were using, but you can use the PeopleSoft menu to navigate wherever you’d like within
the module.)

Home | ‘Workist || AddtoFavortes | Sign out

/

What should I do if | want to work in more than one PeopleSoft environment (SMART
and SHARP)?

& New Window (2)Help [ htl

If you wish to do work in both SHaRP and SMART at the same time and you are a user
of both systems, there is a link within SHaRP that points to SMART and also a link
within SMART that points to SHaRP. (Check with your agency security contact/liaison if
you do not see this link and you have access to both systems) Clicking on this link will
launch a new browser and sign you into the corresponding environment. *You cannot
have both systems open in a single browser at one time. This is known as multi-tabbed
browsing (Example: SMART open in one window/tab and SHARP open in another
window/tab)
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